Service Agreement sent upon request.     skeele@humboldt.k12.ca.us
-----------------------------------------------------------------------------------------------------------------------------

Attachment 1

Services to be Provided

1.
Services Provided to Users.  The Personal Data WizardSM (PDWSM) is an interactive website that allows a user with a password to create a resume, cover letter, thank you letter, and annual budget.  It also provides the user study tests for the California Driver's License, Armed Services Vocational Assessment Battery, and a sample Employment Test.  In addition, the site has several documents to download that are useful for the student transitioning into independent adult life. The PDWSM is continually being updated and refined. It is anticipated that new items will be put on the site throughout the year and, in some cases, items may be modified or discontinued without prior notification. The following are brief descriptions of the services which are currently provided to students of the Agency for whom a password has been requested and paid for by the Agency and assigned by HCOE, subject to the other terms and conditions of this Agreement:

a.
Create a Resume:

After putting personal information onto the data page, the system will generate a basic resume.  To assist in the information gathering, a number of pull-down menus are presented such as for Employment Objective.  Resumes can be edited, labeled, printed, and saved at the website.  For additional editing, the resumes can be transferred to Microsoft Word.  

b.
Create a Cover Letter:

The personal information will transfer to the Cover Letter data page.  Additional information is required for the cover letter such as who the letter is addressed to, the date of graduation, and classes and experiences related to the job.  The system will format sentences with your information.  The letter has three paragraphs with three sentences.  Users can click on sentences that reflect their thoughts or type in their own sentence.  The system will build the letter in correct business format.  The letter can be edited, saved, or transferred to your word processor.

c.
Create a Thank You Letter:

The “thank you” letter is intended to thank the employer for the interview.  The only additional needed information is the date of the interview.  The “thank you” letter is one paragraph with six sentences.  It also has the editing and saving capabilities.

d.
Create an Annual Budget:

The data page asks users to fill in their wages and other monthly income.  It has over 25 different items to budget for such as: rent, groceries, utilities, savings, cash, etc.  The PDWSM will produce a spreadsheet that will indicate annual amounts for various items and the bottom-line balance.  If it is a negative amount, the user can edit the budget until they get a $0.00 balance.  Students can weigh the differences a roommate would make in the cost of living.  The budget can be labeled, saved, and printed.

e.
Test Wizard:

The Test Wizard gives the user the option of three tests for study purposes. The DMV California Drivers Test has over 180 DMV questions in its database.  Each time the user logs onto the test a random 15 questions will be presented.  At the end of the test, the user will have the test scored and be given the correct answers.  The test can be printed along with the answers for later reference.  The Armed Services Vocational Assessment Battery (ASVAB), is a sample test provided by the Armed Services for study purposes.  It is not intended to be a complete test or a complete study guide but an example of the questions found on the official ASVAB.  The Standard Employment Test is a series of questions much like the ones found in various entry-level employment tests.  It covers vocabulary, mathematics, abstract reasoning, filing, and number transcription.

f.
Interest Assessment:

The interest assessment contains over 500 digital pictures of work activities.  The user will be presented with two pictures and asked to select the activity they like: Activity A, Activity B, both activities, or neither activity.  Each picture has a value placed on it in eight categories. The pictures are grouped in 6 different categories i.e. artistic, conventional, realistic... etc. The system will average the User’s scores in each category and give the User a list of jobs that matches his/her average.  Note:   This is meant for career preference dialogue and career research purposes.  It has not been tested for validity. 

g.
Files to download:

(1)
Now that you are 18: This file contains information in a lesson outline regarding the changes that occur when a person moves from being a minor to becoming an adult.  It talks about the different responsibilities and consequences that pertain to an adult 18 years of age.  There are a few self-evaluating quizzes within the material.

(2)
High School Recommendation: This file contains a form to be given to the student's teachers for their evaluation of his or her performance in class.  The forms can be used as letters of recommendation along with the student’s resume. Students should keep the good ones and throw out the bad ones while learning what they can do to improve in that class.  

(3)
Selective Service Information: This is information regarding the selective service and a male’s responsibility to register at age 18 or before.  The student can register online by clicking on the link to the Selective Service.  It takes about 5 minutes.

(4)
Buying a Used Car: This document explains some of the terminology of automobiles.  It poses a number of questions a used-car buyer should ask themselves and the seller.  The lesson has a self-evaluating test.

(5)
Banking and Credit:  This document explains how to establish credit, what happens if you lose credit, and defines some basic banking terminology.  It also has a self-evaluating quiz. 

(6)
Blank Job Application: This is used to provide the User with a template of an application for employment.  Once completely and accurately filled out and printed, the application can be used when filling out other job applications. The typed application should not to be used as an actual application for employment.  The application can be saved on disc or hard drive for editing and updating later.

(7)
Reference Request:  This is a form letter to be filled out online to request permission to use a particular person as a reference.

(8)
Letter of Recommendation Request: This is a form letter to be filled out online to request a letter of recommendation.

(9)
Questions and Answers about SSI: This is a series of frequently asked questions regarding SSI and cross-referenced with the appropriate SSI publication.

(10)
Preparing for the Interview: This document has lessons in outline form on preparing for a job interview.  It contains helpful hints and a list of frequently asked interview questions with an appropriate response. 

2.          Services Provided to Agency.  

a.
The HCOE PDWSM administrator will provide training for the Agency’s PDWSM Manager  (see section 5 of Attachment 3), and other employees it wishes to be trained, at the California State Department of Education's WorkAbility conferences in the fall and spring of each year.  Agency understands that it is responsible for making arrangements for its PDWSM Manager and other employees it wishes to be trained to attend these conferences and for any cost associated with the attendance of its employees at these conferences.

b.
HCOE will maintain a separate password-protected internet site to which the Agency’s PDWSM Manager (and any Site Managers the Agency has designated) will be given access upon request.  On this “Managers” internet site, HCOE will make available a PDWSM   Users Guide, Site Managers Users Guide, User Manager Tool, and a File Manager tool.   

c.
HCOE will provide additional technical support as follows:

(1)
Agency’s PDWSM Manager can contact and obtain support from the PDWSM administrator (or other designated technical support staff at HCOE) via e-mail.  

(2)
If the problem cannot be resolved via e-mail, support would be provided via telephone calls between the Agency’s PDWSM Manager and the PDWSM administrator (or other designated technical support staff at HCOE). 

(3)
Technical support from HCOE will be during regular business hours and days.  

d.
If the Agency wishes HCOE to provide training or technical support at its own location, it will be required to cover HCOE personnel costs and travel costs (e.g., mileage and per diem), and other costs associated with the service.

e.
Announcements and information regarding changes, additions, or deletions to the PDWSM will be transmitted via email to each subscribing site.

Attachment 2

Fees to Be Paid

PDWSM is available on a year to year basis July 1 through June 30th.  Generally, the cost is $1.00 per student per fiscal year or any portion of a fiscal year.  For example, the cost for the Agency requesting passwords during the months of July through December will be $1.00 per student for the remainder of the current fiscal year.  

However, for the Agency requesting passwords during the months of January through June the cost would be $1.50 per student for the remainder of the current fiscal year as well as the next fiscal year.

A yearly fee of $100.00 for account setup, services and support.

Attachment 3

Agency’s Obligations

1.
Personal Data WizardSM User Agreement and Acceptable Use Policy.  Agency shall provide each User with a copy of the terms of the Personal Data WizardSM User Agreement and Acceptable Use Policy set forth in Attachment 5.  (HCOE suggests, but does not require, that Agency require its account Users to sign and observe that document and maintain copies of the signed Personal Data WizardSM User Agreement and Acceptable Use Policy for each User for a period of 5 years.  HCOE also suggests, but does not require, that for Users under the age of 18 a parent/guardian also sign the Personal Data WizardSM User Agreement and Acceptable Use Policy.)  

2.
Communication and Computer Systems.  Agency is responsible for ensuring that the Agencys’ and each User’s communication and computer systems meet the requirements for optimumal performance identified in Attachment 4 and for enforcement of the User Agreement and Acceptable Use Policy set forth in Attachment 5.  

3. 
Security Violations.  Agency shall notify HCOE immediately upon discovery of any security problem, including but not limited to password leaks, and shall disclose to HCOE the name of any person identified by Agency as a security risk.  HCOE reserves the right to deny access to any person deemed to be a security risk by Agency or HCOE.

4.
Agency’s Operational Responsibilities.  Generally, Agency is responsible for ensuring that all personnel and students involved with PDWSM are trained on the use and functions of the PDWSM, as well as the requirements and conditions set forth in this Agreement for its use.  Agency is also responsible for developing and maintaining the security of a password and username master list for the Agency.  All passwords must have at least 4 characters and end with a two-digit year of the student’s graduation, i.e. sam06.  The Agency will designate a PDWSM Manager to represent the Agency and be the single point of contact for any communication between HCOE and the Agency regarding PDWSM.  

5.
Agency’s  PDWSM Manager. It is suggested (but not required) that the Agency's PDWSM Manager also be responsible for each of the following:

a.
Training Agency personnel involved with PDWSM  (e.g., the Agency’s PDWSM   Site Managers described in 6 below and classroom staff )  on the use and functions of the PDWSM, as well as the requirements and conditions set forth in this Agreement for its use..  

b.
Developing and implementing a technical support procedure for Agency personnel involved with PDWSM. 

c.
Developing and maintaining the security of a password and username master list for the Agency.  

6.
PDWSM Site Managers.  For Agencys with more than one site using PDWSM, it is suggested (but not required) that the Agency also designate one or more  PDWSM  Site Managers (e.g., one for each high school or satellite location) to assist the Agency's PDWSM Manager.  

Attachment 4

System Requirements

Personal Data WizardSM Recommended Agency and User System Specifications:

Site connectivity:  Broadband (cable/DSL) T-1 or greater. 

Browser:  Netscape 4.7 or greater or Internet Explorer 5.0 or greater.

Computer System:  400 MHz or greater.

Memory:  128 mg RAM or greater.

Attachment 5

Personal Data WizardSM User Agreement

1.
Introduction.  The Humboldt County Office of Education (“HCOE”) has developed the Personal Data WizardSM (“PDWSM”) to assist high school students transitioning into independent adult life.  PDWSM is an interactive internet website that allows a user with a password, for example, to create a resume, cover letter, thank you letter, and annual budget. At the request of your school Agency, PDWSM is available to you as a user if you (and a parent or guardian if you are under 18) agree to the terms and conditions in this an agreement.  

2.
Acceptable Use.  While using the PDWSM you must follow your own school Agency’s acceptable use policy and any other rules it has regarding your use of its internet or email services.  You must also follow the following rules:

(a)
You may use PDWSM only as an educational resource to assist you in transitioning into independent adult life.  Fore example, this means that you may use  PDWSM  to assist you in preparing for and seeking employment, but may not use PDWSM  for any other commercial purpose.

(b)
You may not use PDWSM for any unlawful purpose or in any unlawful way.  For example, this means that you may not use  PDWSM  to create or transmit any material that (1) infringes the copyright, trademark, trade secret or other intellectual property rights of others, (2) is obscene, libelous, slanderous, harassing, threatening or intimidating, (3) in which you impersonate any other person, entity, or organization or misrepresent your affiliation with any other person, entity, or organization, or (4) contains a virus, cancelbot, Trojan horse, worm or other harmful component.

3. 
Security Violations.  Security on any computer system is a high priority, especially when the system involves many users. You must notify your school if you discover any security problem related to your or others’ use of PDWSM; for example, if you lose your password or disclose it to someone other than your parent/guardian. 

4.
Disclaimer and Indemnification.  


(a)
HCOE believes that the information and materials available through PDWSM are correct and accurate and will be of assistance to many high school students; however, your use of PDWSM and any information or services its provides are at your own risk. 


(b)
THE MATERIALS IN THIS SITE ARE PROVIDED "AS IS" AND WITHOUT WARRANTIES OF ANY KIND EITHER EXPRESSED OR IMPLIED. HCOE DOES NOT WARRANT THAT PDWSM FUNCTIONS OR CONTENT WILL BE UNINTERRUPTED OR ERROR-FREE, THAT DEFECTS WILL BE CORRECTED, OR IT'S HOST SERVER IS FREE OF VIRUSES OR OTHER HARMFUL COMPONENTS.


(c)
You agree to hold HCOE, and its officers and employees, harmless from any damage or claim arising from your use of PDWSM.

5.
Revisions. HCOE reserves the right to revise these terms and conditions of use and will post any revisions on the PDWSM  website.  Each time you log on to PDWSM you should check for updates.

Personal Data WizardSM User Agreement

STUDENT 

I have read this Agreement.  I understand and will abide by the stated Terms and Conditions. I further understand that violation of the regulations is unethical and may constitute a criminal offense. Should I commit any violation of the regulations, my access privileges may be revoked, school disciplinary action may be taken and/or appropriate legal action may be pursued against me. 



     
Student Name (please print)


Student Signature ________________________________________

Date:           
/     
/ 

PARENT OR GUARDIAN (If the applicant is under the age of 18, a parent or guardian must also read and sign the agreement). 

As the parent or guardian of this student, I have read the Agreement. I understand and will abide by the stated Terms and Conditions.  I hereby give my permission for my child to use PDWSM. 

     
Parent or Guardian (please print)



Signature ____________________________________

Date:           
-     
)     
       Evening Phone Number (     
-     
)     


Daytime Phone Number (     
/     
/ 


Attachment 6

Additional Terms and Conditions

Limitation of Liability and Indemnification.

A.
Limitation of Liability.  

(1)
The Services are provided on an “as is” and “as available” basis.  Except as expressly provided in this Agreement, HCOE makes no warranties, express or implied (including without limitation, warranties of merchantability or fitness for a particular purpose), with respect to the Services.  HCOE does not warrant that the Services will be uninterrupted or error free; or that any information, software, or other material made by the Services is free of viruses, worms, Trojan horses, cancelbots or other harmful components.

Agency acknowledges that HCOE has no authority over the information available through the Internet/World Wide Web and that such information may not be accurate.  Agency further acknowledges that the Internet/World Wide Web contains unedited materials, some of which are sexually explicit or may be offensive to some persons.  Agency and the agents or Schools of Agency access and/or use such materials at their own risk.  

(2)
Agency acknowledges that unscheduled shutdowns may occur without prior warning.  HCOE shall not be responsible for delays or interruptions of service necessary for maintenance or caused by events beyond its control.

(3)
AGENCY AGREES THAT TO THE MAXIMUM EXTENT PERMITTED BY LAW,  HCOE SHALL NOT BE LIABLE TO AGENCY OR TO ANY THIRD PARTY FOR ANY LOST DATA, LOST PROFITS OR OTHER ECONOMIC LOSS, OR FOR ANY SPECIAL, INCIDENTAL, CONSEQUENTIAL, EXEMPLARY OR PUNITIVE DAMAGES OF ANY NATURE, WHETHER IN CONTRACT OR IN TORT, OR FOR THE BREACH OF ANY EXPRESS OR IMPLIED WARRANTY, RESULTING IN ANY WAY FROM AGENCY’S OR ANY USER’S USE OF OR INABILITY TO USE THE SERVICES PROVIDED UNDER THIS AGREEMENT OR RESULTING FROM MISTAKES, OMISSIONS, INTERRUPTIONS, ERRORS, DEFECTS, DELAYS IN OPERATION OR TRANSMISSION OR FAILURE OF PERFORMANCE.  AGENCY HEREBY HOLDS HCOE HARMLESS FROM ANY SUCH CLAIM.  IF AGENCY IS DISSATISFIED WITH THE SERVICES PROVIDED UNDER THIS AGREEMENT, IT’S SOLE AND EXCLUSIVE REMEDY IS TO FORWARD A NOTICE OF TERMINATION TO HCOE AT THE NEXT AVAILABLE OPPORTUNITY PURSUANT TO SECTION 4 OF THE AGREEMENT.

B.
Indemnification.  On behalf of itself and its assignees, distributees and successors, Agency agrees to indemnify, hold harmless and defend HCOE, the Humboldt County Board of Education, the Humboldt County Superintendent of Schools, and their respective officers, agents and employees from and against all claims, damages, losses and expenses, including reasonable costs and attorneys’ fees, arising out of or relating to this Agreement.  Specifically, but by way of example only, Agency agrees to be solely responsible for and to hold harmless, indemnify and defend HCOE, the Humboldt County Board of Education, the Humboldt County Superintendent of Schools, and their respective officers, agents and employees against all claims, penalties, damages, expenses (including reasonable attorneys’ fees), demands or lawsuits that may be asserted against Agency, its officers, agents, employees, or students arising out of any of the following: 

(1)
Agency’s use of the services provided under this Agreement or that of anyone authorized or permitted by Agency;

(2)
The placement or transmission by Agency (or Agency’s employees or students or anyone on Agency’s behalf or with Agency’s permission) of any message, information, software or other materials on Agency’s email system or on the Internet/World Wide Web, including but not limited to messages, information, software or other materials which contain:

(a)
Material which is or is likely to be unlawful, threatening, abusive, unethical, libelous, defamatory, pornographic, obscene or sexually explicit, or which contains illegal solicitations or tends to injure, intimidate, interfere with, oppress or threaten any person in the free exercise or enjoyment of any right or privilege granted under federal or state law because of the person’s race, color, religion, ancestry, national origin, disability, gender or sexual orientation;

(b)
Information constituting or encouraging conduct which would be considered a criminal offense, give rise to civil liability or otherwise violate local, state, national or international law, including but not limited to the U.S. export control laws and regulations;

(c)
A virus, cancelbot, Trojan horse, worm or other harmful component; or 

(d)
Any Universal Resource Locator (URL) address or link to such an address which displays or transmits information described in this paragraph.

(3)
The submission or transmission of information which is protected by copyright or other proprietary rights without obtaining permission of the copyright owner or right holder; or 

(4)
The failure to display any required copyright, trademark or other proprietary notices or acknowledgments.

These obligations shall continue beyond the term of this Agreement as to any act, omission, or event which occurred during or under this Agreement.

C.
Amendment.  The provisions of this Agreement may be modified only by mutual agreement of the parties.  No modification shall be binding unless it is in writing and signed by the party against whom enforcement of the modification is sought.

D.
Waiver.  Any of the terms or conditions of this Agreement may be waived at any time by the party entitled to the benefit thereof, but no such waiver shall affect or impair the right of the waiving party to require observance, performance or satisfaction either of that term or condition as it applies on a subsequent occasion or any other term or condition hereof.

E.
Assignment.  This Agreement shall not be assigned by any party without the prior written consent of the other party or parties.

F.
Parties in Interest.  Nothing in this Agreement, whether express or implied, is intended to confer any rights or remedies under or by reason of this Agreement on any person other than the parties to it and their respective successors and assigns, nor is anything in this Agreement intended to relieve or discharge the obligation or liability of any third persons to any party to this Agreement, nor shall any provision give any third persons any right of subrogation or action against any party to this Agreement.

G.
Notices.  Any notices given pursuant to this Agreement shall be in writing and shall be served either personally or delivered by first class or express U.S. Mail, certified mail with return receipt requested, or by a nationally recognized commercial overnight courier service with postage or charges prepaid.  Notices shall be deemed received at the earlier of actual receipt or three days following deposit using any of these methods.  Notices shall be directed to the addresses listed on the signature page.

H.
Severability.  If any provision of this Agreement is held by a court of competent jurisdiction to be invalid or unenforceable, the remainder of the Agreement shall continue in full force and effect and shall in no way be impaired or invalidated.

I.
Applicable Law and Forum.  This Agreement shall be construed in accordance with, and governed by, the laws of the State of California, excluding the application of its conflicts of law principles.  Each and every provision of law and clause required by law to be included in the contract shall be read and enforced as though it were included.  If through mistake or otherwise any such provision is not included, or is not currently included, then upon application of either part the contract shall be physically amended to make such inclusion or correction. Venue for any litigation arising out of related to this contract shall be with either the Superior Court in and for the County of Humboldt, State of California, or the Federal Agency Court for the Northern Agency of California.

J.
Execution.  This Agreement may be executed by each party on a separate copy thereof with the same force and effect as though both parties executing separate copies had executed a single original copy.  The collection of such separately executed copies shall be treated as a single copy executed by both parties.
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